
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY APPLICATION FOR RECORDS RETENTION SCHEDULE 

Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 

1. Agency Address 
Department of Educat ion 
O f f i c e  of Vocat ional  Education 

4. Dates of Series 
Earliest Latest 

I t o  d a t e  197 7 

Date Completed 

;IAN 3 0 1981 
Date Received 

Div i s ion  of Vocat ional  I n s t r u c t i o n  
D i s t r i b u t i v e  and Marketing Education 
A t l a n t a ,  Georgia 

Application Number 

2. Person to Contact Workino Title 

5. Records Series Title (followed by title used in office: if different) 
I n t e r s t a t e  D i s t r i b u t i v e  Education Curriculum ( I D E C )  
Learning A c t i v i t y  Packages (LAP) Files ~~-__ ~- 

7. Record Series Description This file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. maintaining copies of and 

f o r  t e n  occupat iona l  canpetency areas f o r  Documents relating to: developing c u r r i c u l a  
i n d i v i d u a l i z e d  D i s t r i b u t i v e  and Marketing 
t h e  IDECC, an e leven-s ta te  cons tor t ium.  

Education a p p l i c a t i o n s  by 

Included are: l e a r n i n g  a c t i v i t y  packages ( l a p s )  ; teacher r e source  and management materials; 
and s t u d e n t  canpetency r eco rds .  

a l p h a b e t i c a l l y  by occupat iona l  competency area. File i s  arranged: I 
8. Monthly Reference Rate 

One t o  six months old 

How often arerecords referred t o  which are: 

; Seven to twelve months old ; Thirteen to twenty-four months old 

twenty-five months and older ? 

9. Accumulation of Records 

Letter-size drawers -; Legal-. i z e  drawers ; Shelves ; Other (specify) 

~ 

AR-50-71; Rev. 76 (Over) 



-. ~. .~ . 

d u e s .  a n t c o w .  

re a fuplication of $is series in your office, or in another office or agency? 
If yes-where? ~ 

I s  this serjes for ~ ~ ' ~ ~ r i a n n f i t l ~ r e q u l a r l v  rn icrnf i lmedl  
s rharemrdxcies result ia_acorna&er orintout? 

1. Retention Requirements The following requires the series to be kept: 

a. State Law -years. d. Audit period years. 
b. Statute of limitation -years. e. Administrative need - - --years. 
c. Federal law I years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

- _I ~ - __ 
2. Approved Disposition Instructions This agency recommends that the file series be cut oGat the end of each: 

0 Calendar Year; Fiscal Year: Other A E W I E A % X C E I E R  -then, 

0 Hold in the current files area ---month(s) - ~. year(s); then 
0 Transfer to local holding area; hold - --year(s); then 
0 Transfer to State Records Center; hold __ --year(s); then a Destroy. 
a Transfer to State Archives for permanent retention. 

Other fSpecify1 

. I  

Place superceded m a t e r i a l  i n  an i n a c t i v e  f i l e ,  c u t  o f f  i n a c t i v e  f i l e  a t  the  e n d  of each 
f i s c a l  year;  then t r a n s f e r  t o  Sta te  Archives fo r  permanent r e t e n t i o n .  

These instructions apply to a l l  prior and future accumulations of the series. 

lecommendations in para- 
raph 12 are approved. 
If disapproved, attach letter 
f explanation.) 


